EASTEAN oUi0Ps (Bi) alis DIVISION NUTES

Organisational 8tructure

1« The Chief of the Requirements Steff, whose position title,
incidentally, is *Chief of the Reporte Branch", exercises direct
supervision over all positive reports perscmnel who are sssigned to a
peparste reports brench under this staff. The reporte personnel in
this branch procvess only positive reports. However, the Chief of the
Brench reviews CE reperts for conformence with atyle, format, etc.

2+ All Branch Chiefs, exoept two, and ell reporie personnel
interviewed, stated that reports personnel should be aseipgned to &
separate reports branch for the following ressoust

8. Greater economy in *he utilization of skills is achieved.

Be 4 fraternity of reports personnel le provided which not
only acts as & atimulsnt but sleso facilit&tes exohange of informa-
tion.

¢. Hore objective reporting cen be schieved.

3. Even though it was indicated that reports officers maintain
necensary lialson with operetions officers, it was obvicus that becauke
of the physloal separstion, coordination was mors difficult. In this
cormsction it was pointed out that wmost csbles pertaining to reports
require some ovordination with operations personnel.

L. During the interviews with the Branch Chiefs the impression
was geined that more emphasie was naturally being plsced on opersations
since they were not responsidle for reports funciione.

Parsonnsl

1. This division is badly in need of & new T/0. The present
T/0 does ot scourately reflect existing organizational struciurs or
personnel assipnmente. For exsuple, two cleriosl positions sssigned
to the reports branch are being utilized by sn operetions branch,
These pogitions should be immediately returned to the reports hranch
8o that qualified olerical personnel mey be procured for reports work.
In addition, there are tuo reports officer vacancies which should be
filled at the earliest practicable date. A Reports Officer e
urgently needed to fill one of these vacanoies. However, to dete
Peraonnel hss been unable to recruit & qualified individual.
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2. The fellowing figures reflect the basklog of 1n‘h¢lu@m¢e
reports Lo be processed at the time this survey was conducteds

Te Le Frocessed

25X6D

Total 114
Procezsed reports to be typed ~ 350
25X1A2g B <ot to ve oanttised - 350
It is believed that the bvaeklop of reports to be typsd snd senitized

should be slimineted se premptly e# possidle by the detalling of tyrists
and clerical personnel from within £0.

3. In addition to filling the positions indicated above, it ie
belleved that the following additional reporte pesitione shoulc be
authorised:

Two Huperts Cflficer poeitions,
Three clerical positions.

e The production retu of this division i3 much grester thsn that
of any of the cther diviesiens. This ie poseibly due to many fsctors,
one of whileh is the fact that a nigh percentage of the reporte are
received In sexi-finished form. 4lsc the reports officers in tile
branch do mot perform a5 meny clericel duties as performed Y, rspurts
officers in other divisions. It was obasrved that the Chief of feports
not only maintaing cosplete ;roduction records but also conducts work
neasurement studies to detersmine proper workload for typists.

Frec

1. A)l cabler and pouches are received from the division msil
room and logged in at the Heports 'ranch central mell desk, The
German Reports are routed direct from the msil room to the Heports
Branch. A1l other reports sre first sent to the Branch ooncerved for
review and then routed to e Heporte Branch. Approximately one-fourth
of the reports processed by I come through other divisions., It was
noted that & numbering stemp wes uced to record field nuasbers on the
logs. It 4= believed that other divisione should consider the use of &
sisdlar stamp. In addition to the centrsl reports lop, which is main-
tained by the deports Brangh meil desk, the reports officer for cach
country or fupction maintsins an "out log” for all reports a&asmimm& 5
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2. Abstract file slips received from RI are not generally teing
used except in the Division mail room. It was the consensus of
reports personnel that log shaet forms, which are being designed and
reproduced by Ei, are preferable to the Forms 35~31.

3. Very few personality and/or subject card files arc being
prepared and msintained fer use by the Reports Officers ir this
division. It was pointed out that this referemce materisl is desirsble
but not absolutely necessary if reference books, lists, etec., ure
available,

ke Because of the shortege of personnel the Reports Prarch has
rot been complying with the -mltilith procedures in that the citto
masters received from the field are still being used for reproducing
Washington disseminations. The application of "cut and paste® tech-
niques to the masters not only requires considersble time but also
results in an inferier preduct for our customers, Of the approxi-
mately 1,000 reports disseminated casch mont: ty this division, only
approximately OO ere prepered on multilith mats,

5. During the survey, action was taken by IE to sinplify the
procedure for recording information in source logs.

genersl Notes Including Comments Hecaived

1. It was pointed out that e majority of the girls procured by
Persennel s: typists are college gradustes with marginal typing ability.
These girls are not satisfied when given purely typing duties since
they el that, because of their educational background, they should be
assigned duties commensurate with their college training. It was the
consensus of both operatiopal and reports persennel that typists for
reports positions should be recruited from non-college graduates where
possible,

2, It was pointed out during this survey that the presen' yrade
structure g reperts personnel doee not provide needed incentive and
promotional possibilities, Fecsuse of this it 1s most difficult not
only to precure but alsc retsin qualified reports persomnel. In
addition, 1% was pointed cmt ihat Reportz Cfficers are not just editors.
They are intelligence offigers since they perform critical analyeis,
evaluation of source and contert snd determine distribution. The
editorial function is, of evurse, necessary in the actual prepsrotion
of the repert.

3. The tranelstion difficulties which are now being encountered
in connocw‘g:eumanw wWritten in Polish should be c¢liminsted as

25X1A6a soon &3 & ris Officer is procured,

SECREY
muym
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25X1A2 Le Difficultive gre telng encountereu in comnsction with the
g processing snd sspitising of [ reports. hese diffic:ities
are coussd primarily by -

8, Frocessisy ebepe required. This ;rogussing ircluces
delstion of certain items in the heading &nd/or refsrencer in
the text tc £0 dissemination: or SO dispatehes, sr well a:
wodification of the ssurcs description, and i accomplished by
cutting end rsuting the ditto waster and hy a certeln ascunt of

re~Lyiing.
b. Shortsge of olsricsl personnel,

¢, Lagk of eleer cut decisions as to the respensivility for
25X1A2g sanitizing Y re;orts. In thie comnection it is unverstood
that & de¢ision wes recently mede muking it the responsibility
25X1A2g of |5 Tivision to sanltise N revorts since this divisicn
' officially controls this source.
25X1A2g 5. The _ question is presently being explored to seecertsin
25X1C8c  whether the Jcecire to continue to receive this material., There
sre indications thet this guestion may be solved by virtus of the fact
25X1C8c that the I =re¢ poseibly only interested in recelving sum-aries
25X1C8c and certeisn spot reports. I1f the M cesire to continue t. ruceive
25X1A2g 8ll reports, the giczerinstion of sterilized reports in the
field should re¢ explored.

6. Porm lo, S1-81 (Ipformetion Repert Yellow) sud Form Nu. Ui=lik
(Information Heport = Fultilith Forn) should be revised.

7+ Procedures perteipin; to the grading of source and content
should be elarified.

8. Hers emphasis shomld be placed on training new reports . er-
gornel Yy the Office of Training and/or KC.
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